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Introduction 

This job aid explores how final courses grades are added to students’ records. 

 

Context 

Adding final course grades for students is a two step process in MyCampus.  Firstly, the grades are 

added to the grade roster for that course, then reviewed and approved.  Once approved, the second step 

is to “post” the grades to the students’ records.  When the grades are posted students’ statistics such as 

GPA and credits earned will update and students will be able to see their grades in their Student 

Center.   

 

Step Action 

1. Overview 

In this demonstration final course grades will be added for all students enrolled in 

ECON 2002. 

 

The first step is to add student grades to the roster and to then approve the roster.  This 

includes creating the grade roster, adding student grades either directly into MyCampus 

or by uploading a spreadsheet with the appropriately formatted grade data, and then 

approving the grades.  At this stage the grades are not visible to students and are not 

counted towards GPA, Term Statistics or in Academic Advisement reports. 

 

The second step is to post the grades.  Grade rosters can be posted on an individual 

course basis or via a batch process for a specified Subject or School.  In this 

demonstration the grade roster will be posted for the individual course ECON 2002. 

 
 

2. Click the Curriculum Management link. 
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3. Click the Grading link. 

 

 
 

4. Click the Grade Roster link. 

 

5. Click in the Term field. 
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6. Enter the desired information into the Term field. Enter "2011". 

7. Click in the Subject Area field. 

 

8. Enter the desired information into the Subject Area field. Enter "ECON". 

9. Click in the Catalog Nbr field. 

 

10. Enter the desired information into the Catalog Nbr field. Enter "2002". 

 
 

11. Click the Search button. 
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12. The first step is to create a grade roster.  As well as class sections such as lectures, 

tutorials etc., each course in MyCampus has an "admin" section, usually with the class 

section code AD01. 

 

The admin sections have been set up to be the "graded" component for courses i.e. the 

component to which final grades are attached.    

 

When creating the grade roster the class section will always default to be the graded 

component of the course.  In this example the Class Section is AD01. 

13. Select the Grade Roster Type by clicking on the dropdown arrow. 

 

 

14. To add final course grades click the Final Grade option. 
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15. When the Create button is clicked the grade roster will be created and will list all 

students enrolled on the course. 

 

Click the Create button. 
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16. Grades can either be added manually, student by student or the complete grade roster 

can be downloaded as a spreadsheet, grades added to the spreadsheet and then uploaded 

back into MyCampus. 

 

In this next step a grade will be added manually for a student. 

17. Click the Look up Roster Grade button. 

 

 
 

18. Click the A3 link. 
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19. Click the Save button. 
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20. This step looks at how to download the grade roster, add grades and then upload back 

into MyCampus.  Grade rosters download as an MS Excel .xls file with the file name 

defaulting to the format as shown below:  

 

Subject_Catalog Number_Academic Year.xls 

ECON_2002_2011.xls 
 

Before uploading a completed roster it must be saved as a .csv file with the same name 

format. 

 

ECON_2002_2011.csv 
 

 

 

21. Click the Download Grade Roster button. 

 

 
 

22. Click the Open button. 
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23. The spreadsheet will contain any grades already added for students 

 

Click into the Grade cells and add grades for students. 

 

24. When all grades have been added to the roster it is saved in a .csv file format. 
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25. For this operating system, click the Office button. 

 

 

 
 

26. Click the Save As menu option. 
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27. Click the Other Formats menu option. 

 

 
 

28. Click the Save as type dropdown arrow. 

 



 

Job Aid 

 

 Page 13 

 

 
 

29. Click the CSV (Comma delimited) (*.csv) list item. 

 
 

30. Click the Save button. 
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31. The grade roster can now be uploaded back into MyCampus. 

 

 

 
 

32. Click the Upload Grades button. 
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33. If any students already have a grade assigned to them, the roster upload will not 

override those grades. 

 

Click the OK button to upload. 

 

 
 

34. Click the Browse button. 
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35. Click the ECON_2002_2011.csv list item. 

 

 

 

 

 
 

36. Click the Open button. 
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37. Click the Upload button. 

 

 

 
 

38. Click the OK button. 
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39. Grades have now been added for all students on the grade roster. 

 

The grade roster must be approved before the grades can be posted. 

40. Click the Grade Roster Type tab. 
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41. To change the Approval Status to approved click the dropdown arrow. 

 

42. Click the Approved list item. 

 

43. The grade roster is now ready to post.  Rosters can either be posted individually or they 

can be posted as a "batch" of rosters, for example, rosters for all courses in a specific 

subject area or for a particular School.  In this demonstration the grade roster will be 

posted individually. 

 

If not all students on the roster have a grade assigned to them the Partial Post option 

must be ticked before posting.  In this example all students have a grade assigned. 

 
 

44. Click the Post button. 
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45. Two results are displayed for this post.  The Final Grade roster is displayed with the 

status Posted and the option to View only. 

 

A Resit Grade roster is also displayed with the option to add and post resit grades.  The 

Resit roster will contain any students who are eligible for a resit. 

 

 

46. Click View to see the final grade roster. 
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47. The Final Grade roster displays the Roster Grade, the original grade awarded to a 

student, and the Official Grade, the "best" grade awarded to a student (where, for 

example, a student has had more than one attempt at the course). 

 

Click the Grade Roster Type tab. 
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48. To see the Resit Grade roster click the View button. 

 

 

 
 

49. The Resit Grade roster lists all students who are eligible to resit the course.  Resit 

grades can be added once known. 

50. End of Procedure. 

 

 


